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Major Incident Procedure

1. Purpose and Scope
This procedure sets out how The Tutorial Foundation responds to major incidents—events that significantly impact the school’s operations, safety, reputation, or compliance and require urgent, coordinated management beyond routine processes.
It applies to all staff (including temporary and visiting personnel) and forms part of our wider safeguarding and emergency management framework.

2. Definition of a Major Incident
A major incident is any event which:
· Causes or may cause significant operational disruption
· Threatens the school’s reputation, legal compliance, or regulatory standing
· Presents urgent risk to safety, security, or the continuation of education
Examples include:
· Serious injury or fatality on site
· Major health or safeguarding breach
· Fire, flooding, or structural damage
· Cyberattack or data breach
· Bomb threat or terrorism-related event
· Community/environmental disaster affecting the school

3. Policy Statement
The Tutorial Foundation is committed to:
· Providing a clear, coordinated response to major incidents
· Ensuring rapid communication with staff, parents/carers, and agencies
· Learning from incidents through post-incident reviews and root cause analysis
· Maintaining a safe, prepared, and resilient school environment

4. Key Objectives During a Major Incident
· Ensure immediate safety and protection of pupils, staff, and visitors
· Maintain secure and timely communication channels
· Coordinate leadership response via appointed Incident Managers
· Minimise operational disruption where possible
· Notify emergency services and external stakeholders as appropriate
· Record, report, and review the incident in line with legal/regulatory standards

5. Roles and Responsibilities
Incident Managers:
· Mario Di Clemente (Headteacher)
· Karen Turner (Deputy or SLT Representative)
Duties:
· Activate and coordinate the major incident response
· Liaise with emergency services and external agencies (DfE, police, LA)
· Authorise lockdown, evacuation, or closure as needed
· Delegate responsibilities to SLT and office staff
· Lead debrief and post-incident review
Office Staff:
· Sarah Baker, Josie Furness & Tertia Turner
Duties:
· Support internal logistics and office-based response
· Coordinate communication with parents, carers, and agencies
· Maintain accurate records during/after the incident
All Staff:
· Follow instructions from SLT or Incident Managers
· Maintain calm and ensure pupil safety
· Log and report key information (attendance, events, injuries)
· Report any additional safety concerns immediately

6. Incident Notification and Escalation
· All serious incidents must be reported immediately to the Incident Manager or SLT.
· If the event meets the major incident threshold, the Incident Manager activates the formal procedure.
· If off-site, the Incident Manager may direct the response remotely and assign deputies on site.
Activation includes:
· Alerting parents/carers (when safe)
· Coordinating safeguarding procedures
· Deciding on lockdown, shelter-in-place, or evacuation
· Contacting emergency services
· Assigning roles and managing the response

7. Communication During a Major Incident
· Staff: updated via internal phone, mobile, and email
· Parents/carers: updated via text message, SchoolComms, or email
· A designated spokesperson manages all external/media contact
· A follow-up letter/debrief is issued to all stakeholders after the event
· Any emergency closure is reported to the Local Authority and DfE as required

8. Investigation and Learning
After a major incident:
· A formal debrief and root cause review will take place
· Incident Managers complete an internal report
· Findings are shared with the MD and included in safeguarding reports
· The school updates:
· Risk assessments
· Staff training
· Operational or safeguarding procedures
Recommendations are integrated into the next policy review.

9. Policy Review and Improvement
· Reviewed annually or after any major incident/significant change in guidance
· Feedback from staff, governors, or external professionals is considered
· Independent review may be commissioned if required
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Appendix: Major Incident Log and Debrief Checklist
A. Major Incident Log
	Date & Time
	Nature of Incident
	Location
	Who was Involved
	Actions Taken
	Agencies Contacted
	Outcome/Follow-up
	Logged By

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



B. Post-Incident Debrief Checklist
· Was everyone accounted for and kept safe?
· Were roles and responsibilities clear during the incident?
· Were emergency services notified and did they respond appropriately?
· Was communication effective with staff, parents/carers, and external agencies?
· Were all records and logs completed and stored securely?
· Are there any immediate actions required (e.g. repairs, support, further notifications)?
· Have staff and pupils been offered support or counselling if needed?
· Have risk assessments and policies been updated in light of the incident?
· Have lessons learned been shared with all relevant staff and governors?
· Has the incident been reported to the MD and, if necessary, to the LA or DfE?
· Are recommendations from the review integrated into school procedures and future planning?
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